Quick Reference Guide

Uploading and Managing Exhibits

Upload an exhibit

1.

From the Home page, click New Submission or
click Upload from the blue navigation pane.
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7. Complete exhibit details:

a. Change the Exhibit Name, to make
corrections or if you'd like it to be more
descriptive.

b. If the judicial officer has ordered a specific
numbering scheme you may type it in the
Exhibit Number field, but this is not
required.

0 Once an exhibit is offered, an official
exhibit number will be assigned to the
exhibit; however, the exhibit number will
not display in the portal.

a. Select the Exhibit Type: Document, Image,
Video Recording, or Audio Recording.

b. Choose if the Exhibit is Non-Public.
c. Type any Special Instructions.

Repeat steps 6 and 7 if there are multiple
exhibits for this case and they each will
appear in separate tiles.

8. Click Upload to Location.

9. If you uploaded the exhibit in error, click
Remove.

Exhibit Name *

Exhibit A Video

Exhibit Number

Exhibit Type *

Is Exhibit Non-Public?

This is a public exhibit

Special Instructions

Q) =
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\ 9 Upload to Location ~

\

Is Exhibit Non-Puinc’.*
This is a public exhibit
[Type to search
This is a public exhibit
Case is non-public (adoption, delinquency, etc.)
Medical record admitted in a civil commitment case

Judge issued order restricting public access to exhibit
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View recent exhibit submissions 0

1. From the Home page, view the last 10 exhibits — -
Recent Submissions @ View All Submissions

submitted through the portal along with the

Excel Export 8 PDF Export Search Q
H H i i 1 . Case Exhibit - Tracking Date
following identifying information: Cee o S mbipe T S v ogeng D ey
82-JV-21-369 Exhibit A Video Video Recording Submitted T-000001 9/20/2021 Actions ~

a. Case Number: Shows which case file in
which the exhibit was uploaded. Q (D G @ G o 8

b. Exhibit Details: Shows the name given to

the file at the time of upload. - o .
= Exhibit Details

c. Exhibit Type: Shows the exhibit type se- .
. Correct Exhibit
lected at the time of upload.

’
o . o # Download Exhibit
d. Exhibit Status: Shows which exhibits have

been submitted and which have been I View Exhibit

ffered.
offered Request Exhibit Deletion

e. Tracking Number: Shows the number the i Request Deletion

system has assigned to the exhibit at the
time of upload.

f. Date Uploaded: The date that the exhibit
was uploaded into the system.

g. Actions: Provides additional information
about the exhibit as well as the ability to
modify exhibit information.

2. Click View All Submissions to all exhibits you
have submitted in MNDES.
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Update exhibit information

.. . Recent Submissions @ View All Submissions
1. From the Recent Submission screen, click
. Excel Export PDF Export Search Q
Actions. S S e Yo v e
a E)(h ibit Detai|5' ShOWS System generated 82-JV-21-369 Exhibit A Video Video Recording Submitted T-000001 9/20/2021 ( Actions ¥ J
information, details you entered when the 0

exhibit was loaded, and processing history.

b. Correct Exhibit: Allows for the following
updates, provided the exhibit has not been
offered: Exhibit Description, Exhibit Type,
Non-Public status and/or Special

= Exhibit Details
* Correct Exhibit

V)
' Download Exhibit

20650

Instructions.
. . . . A V E hbt
0 If an exhibit is changed from non-public I View Exhibi
to public, the portal will show this Request Exhibit Deletion

change; however, the document will still

not be available for download. I Request Deletion

c. Download Exhibit: Allows you to download
a copy of the exhibit to your workstation.

Exhibits for confidential cases or those
that are marked as Non-Public will not be
0 available for download from the MNDES

portal.

d. View Exhibit: Allows you to view audio,
video, PDF, text, and image file formats
directly from the portal without needing to
download the exhibit. If an exhibit has been
uploaded with an unsupported file format,
the MINDES portal will direct them to
download the exhibit to view it.
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Request exhibit deletion

1. From the Recent Submission screen, click
Actions.

2. Click Request Deletion.
3. Select the Deletion Reason.
4. Enter any Special Instructions.

5. Click Send.

The deletion request is sent to the county
associated with the case. The court
reviews each request and if an exhibit is
deleted, the exhibit’s status will be
updated to Deleted.

If a request is denied, the submitter will
receive an email notification about the
request denial.

Users will not be able to submit an
additional Deletion Request while the
court is reviewing the request. The
Request Delete button is disabled when
the status is Deletion Request Pending.

Excel Export

Case
Number:

82-JV-21-369

Recent Submissions @

PDF Export
Exhibit
Y Details

Exhibit A Video

Search

Date
Y Uploaded: Y

Tracking

Y Exhibit Type Y Status Number:

Video Recording Submitted T-000001 9/20/2021

v

View All Submissions

Q

= Exhibit Details
#' Correct Exhibit
# Download Exhibit
k& View Exhibit

Request Exhibit Deletion

@ 1 Request Deletion

Exhibit Description:

Exhibit A Video

Case Number:

Deletion Reason

Select a reason

Special Instructions:

4

Deletion Reason

Select a reason v

Select a reason

Wrong case

Wrong exhibit attached
Other
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